FSCS WinPLUS MAIN MENU OPTIONS

5.6 Administrative Entity Structure Changes

This option allows the user to add new administrative entities, delete closed administrative
entities, merge two or more administrative entities, change an administrative entities into an outlet of
another entity, restore previous deletions, and delete incorrect records. These structure changes and
official name and address changes are tracked automatically in a historical file as the user enters the data,
so there is little additional burden to the WinPLUS user.

5.6.1 Edit Checking During Administrative Entity Structure Changes

During ‘Administrative Entity Structure Changes’, interactive edit checks are limited to invalid
entries (e.g., invalid codes in fields such as Interlibrary Relationship, Legal Basis, and Administrative
Structure, and alphabetic entries in numeric fields).

Invalid entries are not permitted under any circumstances. WinPLUS software uses a -2 to
indicate a data element that has been left blank. The user must make a valid entry (i.e., -1, 0, -3, a
positive number, or alphanumeric data, as appropriate). Estimates can be used if exact data are not
available. The following responses are acceptable to WinPLUS:

-1 “-1" means “We don’'t know the answer, don't collect this data,
or can't get the data right now.”

0 Zero means “We have none of this item.” (e.g., the library does
not maintain a video collection).
-3 “-3” means “Not Applicable” and is used for these items only:

e Phone (use only if library has no phone)
* Web Address (use only if library has no Web Address)

Any positive number for Enter the appropriate numeric data for the data element.
numeric data elements
Alphabetic and/or numeric data |Enter the appropriate alphabetic and/or numeric data. Some

for alphanumeric data elements |items require the selection of codes for data (e.g., Interlibrary
Relationship Code = HQ, ME, or NO). See appendix E.
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Administrative Entity Structure Change Menu

To access the ‘Administrative Entity Structure Change’ menu, select ‘Administrative Entity
Structure Changes’ from the WinPLUS Main Menu. This menu gives the user a list of options (shown
below) for making structure changes to administrative entity records.

% WinPLUS 2.6 - Administrative Structure Changes Arkansas FY-Z004
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5.6.2 Add New Administrative Entity

To add a completely new administrative entity record, select ‘Add New Administrative Entity’ from

the ‘Administrative Entity Structure Change’ menu.

When you select ‘Continue’, the ‘Add new

Administrative Entity’ data entry screen is displayed with the cursor positioned at the LIB ID data element.
Enter the LIB ID#. WinPLUS automatically generates the FSCS ID#.

WinPLUS - Administrative Structure Changes

Arkansas FY-2004

Add new Administrative Entity

14, FSCS: |&R0O070
|dentification
0 LigiD: sl 02 Name: 12
Street Address Mailing Addiess
03 Address: |.2 0F Address: |.2
04 City: |_2 08 Cityw: |_2
05 ZIF: |.2 06 ZIF+4: I_-| 03 ZIF: |.2 10 ZIP+4: I.-|

11 County: |.2

12 Phone:

13 "Web Address: http:/d |.2

14 Interlib. |.2 vI . I? vl
Bel: 17 FSCS PL:
15 Legal |.2 vI . |-2 "I
Basiz 18 Geo.:
16 Adrmin. I o vI 19 Eﬁundar_l,l I? vl
anne:
Cancel Add | Save Mow | Cancel Changes | E =it |

If the user does not enter a LIB ID#, WinPLUS automatically creates one based on the FSCS ID#.
The number assigned is the next highest FSCS ID# from the one previously assigned. Next, the cursor is
automatically positioned on the Name data element. After the user enters the library name, pressing the
‘Tab’ or ‘Enter’ key automatically positions the cursor at the next data element in sequence, etc.

Select ‘Save Now’ or ‘Exit’ to save the new administrative entity record. Select ‘Cancel Add’ to
stop the add process, without saving your current entries, and return to the ‘Administrative Entity Structure
Changes’ menu at any time during this process.

WinPLUS Version 2.6
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5.6.3 Change From Administrative Entity to Outlet

To change an administrative entity record to an outlet record, select ‘Change from Administrative
Entity to Outlet’ from the ‘Administrative Entity Structure Change’ menu. The administrative entity that
changed to an outlet is tracked in the historical database under the old FSCS ID# and the new outlet’s

FSCS ID#.

% WinPLUS - Structure Change Arkansas FY-2004 1O =|
Select Administrative Entitylies]
LIEID LIEMAME CITY FSCSKEY =]
ARDT0-002 -1 hAAGMOLLA ARODOTO |
AR033-002 ARKAMSAS COUNTY LIBRARY STUTTGART ARODO42
ARDT2-004 ARKAMSAS RWER WALLEY REGIOMAL LIBRY DARDAMELLE ARDOT2
AR0Z2E-003 ASHLEY COUNTY LIBRARY HakBURG ARDOZE
ARDZ0-002 BARTOM LIBRARY EL DORADO ARDD20
AR0033-004 BAXTER COUMTY LIBRARY MOUMTAIN HOME ARDO39
ARO047002 BELLA VISTA PUBLIC LIBRARY BELLAWISTA ARDOES
AR0044-002 BELLA VISTA PUBLIC LIBERARY BELLAYISTA ARODO44
ARD3E-002 BEWMTOMYILLE PUBLIC LIBRARY BEMTOMNYILLE ARDO3E
AROOS0-001 BOOME COUMTY LIBRARY HARRISOM AROOS0

AROOE4

CalHOUM COUMTY PUBLIC LIBRARY

HatPTOM

ARDOES

AR0043 CARROLL AMD MADISON LIBRARY SYSTEM BERRYWILLE ARO043
&R007-003 CENTRAL ARKAWNSAS LIBRARY SYSTEM  |LITTLE ROCE. AR0001
AR00ED CLARE COUMNTY LIBRARY AREADELPHIA AROOED
&R030-002 COMweyY COUMNTY LIBRARY MORRILTOM ARO030
&R 0045-005 CR&WFORD COUMTY LIBRARY SYSTEM  [WaAM BUREM ARO043
AR003-002 CROWLEY RIDGE REGIOMAL JOMESBORO AROOO
&R024-002 EAST CENTRAL ARKAMSAS REGIOMAL LIBR -1 AROO24
AR017-002 FAULENER-YAM BUREM REGIOMAL LIBRAR] COMWAY AROMY
&R037-002 FORREST CITY PUELIC LIBRARY FORREST CITY ARO037
AR 006-004 GARLAMD COUMTY LIBRARY HOT SPRINGS AROO0E

Change to Outlet Cancel

When you select ‘Continue’, a list of all administrative entities is displayed. Select the
administrative entity that is changing to an outlet by clicking on the gray box to the left of the name. The
entire row must be highlighted. Select ‘Change to Outlet’ to continue.
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WinPLUS - Administrative Structure Changes

L Change Administrative Entity to an Outlet J
| deitification

01 LIEID: |ﬂF|EIEIEd 02 Mame: |CALHOUN COUNTY PUELIC LIBR&ARY

Street Addrezs Mailing Addresz
U3 Address: {103 2ND STREET U7 address: [P0 BOX 1162
04 Cite [HAMPTON 08 Ci:  [HaMPTOM
05 ZIP: 71744 iFwineLus ] 10 ZIP+4: 11162
11 County: |E.-'1'~LHEIUN Change this Adminiskrative Entity to an Outlet?
12 Phone:  [sm-9i8-2nnon . 13 W Yes Mo |
14 dnerib. D 17 FscspL ¥
15 Leqal co - o jcol -

B asiz 18 Geo.:
16 Adrmin. MO - 13 Boundary I vI
Chanage:

You will receive the message ‘Change this Administrative Entity to an Outlet?’ Select ‘Yes’ to
change the administrative entity to an outlet. Select ‘No’ to cancel the structure change.
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If you select ‘Yes’ and outlets exist for the administrative entity selected to change to an outlet,
you are prompted with the message ‘Outlets exist. You must first delete all outlets associated with this
Entity’. The structure change is canceled. You must reconcile the outlets before the administrative entity
can be changed to an outlet. This is because outlets must be attached to an administrative entity. To
reconcile the outlets, return to the WinPLUS Main Menu and then select option ‘Outlet Structure Changes’
and follow instructions in section 5.7—Outlet Structure Changes. After all outlets have been reconciled,
return to WinPLUS Main Menu option ‘Administrative Entity Structure Changes’. Follow the instructions
for ‘Change from Administrative Entity to Outlet’.

WinPLUS - Administrative S

L Change Administrative Entity to an Outlet J
| detitification
01 LBID:  JARO064 02 Mame: |CALHOUN COUNTY PUBLIC LIBRARY
Street Address kailing Address
03 Address: {103 2ND STREET 07 Addess: [p.0BOX 1162
04 Ciy: JHAMPTON 03 ity [HAMPTON

11 County: [Cal HOU|  ©utlets exist, You must First delete all outlets associated with this Entity.

14 Interlib.

e N0 =] 47 psespl [
15 Legal IED vI oo -
Bazis 18 Geo.:
16 Adrmin. IMD vI 13 Boundarny I vI

Change:

If you select ‘Yes’ and all outlets are reconciled, you will be asked, ‘Select an Administrative Entity
to be the parent record for this Administrative Entity that you are changing to an Outlet.’ Select the
administrative entity that will become the parent record by clicking on the gray box to the left of the names.
The entire row must be highlighted. Select ‘Continue’ to complete the structure change.

You must enter data for the new outlet for data elements #9-Outlet Type Code, #10-Metropolitan
Status Code, #11-Square Footage of Outlet (if the outlet type code is CE or BR), and #12-Number of
Bookmobiles. Use WinPLUS Main Menu option ‘View/Update Administrative Entity and Outlet Records’
for data entry.
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5.6.4 Merge Two Or More Administrative Entities

To merge administrative entity records, select ‘Merge Two or More Administrative Entities’ from
the ‘Administrative Entity Structure Change’ menu, and select ‘Continue’. (Note: WinPLUS automatically
assigns the new administrative entity a new FSCS ID#. The number assigned is the next highest FSCS
ID# from the one previously assigned. All centrals, branches, and bookmobiles are carried over to the
new administrative entity record. The old administrative entities that merged are tracked in the historical

database under their old and new FSCS ID #s.)

WinPLUS - Administrative Structure C

kerge Administrative Entities
Select Adminigtrative Entitufiez)
LIBID LIBMARE CITY FSCSKEEYT &
p |AROOT-009 CEMTRAL ARKAMSAS LIERARY SYSTEM LITTLE ROCE. AROD0OT |
ARODZ -2 -2 ARODDOZ
ARDD3 MORTH ARKANSAS REGIOMAL LIBRARY  [YELLWILLE ARDDO3
ARODD4-023 SOUTHWEST ARKAMSAS REGIOMAL LIERAIHOPE ARDDD4
AROOOS-011 MID ARKAMSAS REGIOMAL LIBRARY MALVERM ARDOOS
AROOS-004 GARLAMD COUMTY LIBRARY HOT SPRIMGS AROOOG
2707003 x er007
AROOS-002 AROOOS
ARDO9-002 Select bwa ar more Administrative Entities ko be Merged. ARDODS
AROT0-002 ARODO
AROTT-002 ok | caneel | ARO0TT
ARODT2-004 ARODM 2
ARO3 MORTHEAST ARKAMSAS REGIOMAL LIBRARPARAGOLILD ARDD 3
ARODD 4016 SOUTHEAST ARKAMSAS REGIOMAL LIBRARMOMTICELLD ARDOT 4
AROT5-003 PHILLIPS-LEE-MOMNROE REGIOMAL LIERARYHELEMA AROM S
ARG WwLLIAM F. LaMa PUBLIC LIBRARY MORTH LITTLE ROCE,  |AROQOIE
AROT7-002 FALULEMER AN BUREM REGIOMAL LIBRART COMNWwWAY AROMN 7
AROT9-007 WHITE COUMTY REGIOMAL LIBRARY SYSTESEARCY ARDDS
ARD20-002 BARTOM LIBRARY EL DORADD ARO020

Continue Cancel

Next, select the administrative entities to be merged by clicking on the gray box to the left of the

names. The entire row must be highlighted.

WinPLUS Version 2.6
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You will then receive the message ‘Do you want to carry over one of the Administrative Entities?’

WinPLUS - Administrative Structure C

hMerge Administrative Entities

Select Adminigtrative Entitufiez]

LIEID LIBMARE CIT FSCSEEY = |
AROD4E003 SALIME CO LIBRARY BENTOM AROO4E
p [AR00G4 CALHOUMN COUNTY PUBLIC LIBRARY HaMPTOM AROOE4

=

[ wau want ko carry over one of the Administrative Entities?

Yes Mo |

If you select ‘Yes’, you are prompted to ‘Select Administrative Entity to carry over’. Select the
administrative entity to carry over by clicking on the gray box to the left of the name. The entire row must
be highlighted.

The name and address information for the entity you selected will carry over to the new entity. If
you select ‘No’, these items are left blank.
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WinPLUS - Adminisktrative Structure Changes Arkansas FY-2004
L tMerge Administrative Entities J
| 14 FsCs: [ERO070 |
|dentification
01 LEiD: /=K 02 Name: 12
Street Address Malling Address
03 Address: |.2 07 Address: |.2
04 City: |.2 02 City: |.2

05 ZIP: Ig— 0E ZIP+4: |1— 03 ZIP: |2— 10 ZIP+4: |1—

11 Counby: |.2

12 Phone: I .2 13 'web Address: hitp: /4 |.2
14 [nterlib. R
o [2 =] 7escse 7 2
15 Leqal |.2 vI . |.2 vI
B asiz: 18 Geo.:
16 &drmin. |.2 vI 13 Boundary I? vI

Change:

Cancel Merge | Save Mow | Cancel Changesl Exit |

Next, the ‘Merge Administrative Entities’ screen is displayed. Enter the data for the newly merged
administrative entity record. The outlets from the old administrative entities are now attached to the newly
merged administrative entity record. Select ‘Save Now’ or ‘Exit’ to save the data, or select ‘Cancel Merge’
to cancel the structure change and return to the ‘Administrative Entity Structure Change’ menu.
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5.6.5 Delete Closed Administrative Entity (Library did not merge or change)

To delete an administrative entity that has closed, choose ‘Delete Closed Administrative Entity’
from the ‘Administrative Entity Structure Change’ menu and select ‘Continue’. (Note: The closed
administrative entity record is deleted from the administrative entity file, but is automatically tracked in the
historical database under its original FSCS ID# and can later be restored. See section 5.6.7—Restore
Previous Deletion).

The next screen will display a list of all administrative entities. Choose the administrative entity
that you want to delete by clicking on the gray box to the left of the name. The entire row must be
highlighted. When you choose ‘Close’, you will be asked ‘Do you want to delete this Administrative Entity
and all of its Outlets?’

WinPLUS - Adminisktrative Structure Cha

L Clase Administrative Entity J

| 14 Fscs: [eRooss |

|dentification
01 LEID- [aRn0E4 02 Name |CALHOUN COUNTY PUEBLIC LIBRARY
Street Address Malling Address
U3 Address: {103 2ND STREET U7 address: [P 0 BOX 1162
04 Cite  [HAMPTON 02 Ciy:  [HaMPTOM

11 County: IEALHEIUN Do wou wank to delete this Administrative Enkity and all of its Oukleks?

12 Phore: IB?D-?98-44 Yes Mo |

14 Interlib.

el [no =] 17 Fscs e [ 7
15 Legal ||:|j vI . |co1t -
Begke 18 Geo.:
16 &drmin. IMD vI 13 Boundary IY vI

Change:

Choose ‘N0’ to cancel, or ‘Yes’ to delete the closed administrative entity.
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5.6.6 Delete Incorrect Record

To delete an incorrect administrative entity, choose ‘Delete Incorrect Record’ from the
‘Administrative Entity Structure Change’ menu and select ‘Continue’. (Note: The deleted administrative
entity is tracked in the historical database under its original FSCS ID# and can later be restored. See
section 5.6.7—Restore Previous Deletion).

The next screen will display a list of all administrative entities. Choose the administrative entity
that you want to delete by clicking on the gray box to the left of the name. The entire row must be
highlighted. Click on ‘Delete’. You will be asked, ‘Do you want to delete this Administrative Entity and all
of its Outlets?

WinPLUS - Administrative Structure Ch

L Delete incorrect Administrative Entity record J
| 14 FsCs: [ARO0ES |
|dentification
01 LgID:  1BRO0B4 02 Mame: |CALHOUN COUNTY PUBLIC LIBRARY
Street Address t ailing Address
U3 Address: 103 2MD STREET 07 Address: [P0 B0 1162
04 Lt [HAMPTON 02 Cibw: [HaMPTON

11 County: IE.-'l‘-.LHEILIN Do you wank to delete this Administrative Enkity and all of its Oukleks?

12 Phore: IB?D-?98-44 Yes Mo |

14 Interlib.

el No =] g7 pscepe [v

15 Legal ||:|:| vI . |co1 -
B asiz 18 Geo.:

IMD vI 13 Boundary IY vI

16 Admin.
Change:

Choose ‘Yes' to delete, ‘No’ to cancel. If you choose ‘Yes’, you will receive the message ‘Delete
completed'.
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5.6.7 Restore Previous Deletion

To restore an administrative entity record, choose ‘Restore Previous Deletion’ from the
‘Administrative Entity Structure Change’ menu. (Note: The deleted record is restored from the historical
database and becomes a current record under its original FSCS ID#.)

WinPLUS - Administrative Structure Changes Arkansas F¥Y-2
Festare Administrative Entity record
Select an Administrative to Bestore
FSLS LIBID LIBMNAME CITY
bk
ARDOBS ARO019-007 WEST MEMPHIS PUELIC LIERA SEARCY
Festore Cancel

Choose the administrative entity to restore from the list of administrative entities by clicking on the
gray box to the left of the name. The entire row must be highlighted. Choose ‘Restore’.
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{l WinPLUS - Administrative Structure Changes Arkansas FY-2004
L Festore Administrative Entity record J
| 18 FsCs: [eRO045 |

I |dentification

ol LIBID: I.-’-\HEIEI45 02 Mame: |DEE.-’-‘«TLIH FUEBLIC LIBR&RY

Street Address bk ailing Address
U3 Address: [P 0 B0 247 (249 5. MAIN) U7 Address: |2
04 City: IDED‘-‘«TUH 03 City: |.2

05 ZIF: |?2?22 0& ZIF+4: (0247 03 ZIF: |.2 10 ZIF+4: |.1

11 Caunby: |BENTEIN

12 Phone: |5|:|1 TR2.73r3 13 WebAddiess: httped/? |_2

- 14 Interlib. IND vI . IN vI
: Bl 17 FSCS PL:
15 Legal l = A =
B aziz 18 Geo:

16 Adrmin. SO 13 Boundary IE] vI

Change:

Cancel Restare | Save Mow | Cancel Changes | Ewit |

The historical database only restores data for data elements 1 through 12 and 14 through 19.
Enter the data for the remaining items via the WinPLUS Main Menu option ‘View/Update Administrative
Entity or Outlet Records’. Select ‘Save Now’ or ‘Exit’ to save the changes or ‘Cancel Restore’ to cancel
the procedure.
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5.7  Outlet Structure Changes

This option allows the user to add a new outlet, delete a closed outlet, merge two or more outlets,
move an outlet to a different administrative entity, move an outlet to its own (newly created) administrative
entity, delete an incorrect record, and restore a previous deletion. The structure changes are tracked
automatically in a historical file as the user enters data, so there is little additional burden to the WinPLUS
user.

5.7.1 Edit Checking During Outlet Structure Changes

During ‘Outlet Structure Changes’, interactive edit checks are limited to invalid entries (e.g., invalid
codes in fields such as Outlet Type Code and Metropolitan Status Code, and alphabetic entries in numeric
fields).

Invalid entries are not permitted under any circumstances. WinPLUS software uses a -2 to
indicate a data element that has been left blank. The user must make a valid entry (i.e., -1, 0, -3, a
positive number, or alphanumeric data, as appropriate). Estimates can be used if exact data are not
available. The following responses are acceptable to WinPLUS:

-1 “-1”" means “We don’t know the answer, don't collect the data, or
can’t get the data right now.”

0 Zero means “We have none of this item.” (e.g., the library does
not maintain a video collection).

-3 “-3" means “Not Applicable” and is used for these items only:

* Phone (use only if library has no phone)

e Square Footage of Outlet (use only for Bookmobiles and
Books-by-Mail Only outlets)

Any positive number for Enter the appropriate numeric data for the data element.

numeric data elements

Alphabetic and/or numeric data |Enter the appropriate alphabetic and/or numeric data. Some
for alphanumeric data elements |items require the selection of codes for data (e.g., Outlet Type
Code = CE, BR, BS, or BM). See appendix F.
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Outlet Structure Change Menu

To access the ‘Outlet Structure Change’ menu, select ‘Outlet Structure Changes’ from the
WinPLUS Main Menu. This menu gives the options for structure changes to outlet records.

& WinPLUS - Outlet Structure Change Menu Arkansas FY-20044
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5.7.2 Add New Outlet

To add a completely new outlet record, select ‘Add new outlet’ from the ‘Outlet Structure Change’

menu. A window prompts the user to ‘Select a parent Administrative Entity for this Outlet’.

WinPLUS - Outlet Structure Changes

Add nesw Dutlet
Select an Administrative E ntity that vou will be adding thiz Outlet bo
LIBID LIBMARME CITY FSCSKEEY =
p |AROOT-009 CEMTRAL ARKAMSAS LIBRARY SYSTEM LITTLE ROCE. ARODOOT |
ARDOZ WASHINGTOM COUNTY LIBRARY SYSTEM [FAYETTEWILLE ARODOOZ
AROO3 MORTH AREAMSAS REGIOMAL LIBRARY  [YELLWILLE AROODS
ARDOD4-023 SOUTHWEST ARKAMSAS REGIOMAL LIERAIHOPE ARODOD4
ARDOOS-011 MID ARKEAMNSAS REGIOMAL LIBRARY MaLYERM ARDOOS
ARODOE-004 GARLAMD COUMNTY LIBRARY HOT SPRIMNGS ARDODE
AROOF-003 P WinPLUS x|E ARDOOT
ARDOE-002 F 3 ARDONS
ARDO9-00Z C Select a parent Adminiskrative Entity For this Sutlet, |0 ARDOOS
AROT0-002 -1 AROOTO
ARDTT-002 M H ARDOTT
AR 2-004 A LE AROOTZ2
AR 3 MORTHEAST ARKAMSAS REGIONAL LIBRARPARAGOLILD ARDOT3
ARDO 4016 SOUTHEAST ARKAMSAS REGIONAL LIBRARMOMTICELLOD ARDOT4
ARDT5-003 PHILLIPS-LEE-MOMROE REGIOMAL LIBRARYHELEMA, ARDOTS
ARME wwiLLIAM F. LAkAN PUBLIC LIBRARY MORTHLITTLE ROCK.  |AROOE
ARDT7-002 FAULKMER-VAM BUREM REGIOMAL LIERARTCOMWAY ARDOTTF
AROT19-007 WHITE COUNTY REGIOMAL LIBRARY SYSTESEARCY ARDOTS
ARD20-002 BARTOM LIBRARY EL DORADO ARDO20

Continue Cancel

Select the administrative entity that will be the parent to the outlet by clicking on the gray box to
the left of the names. The entire row must be highlighted. Select ‘Continue’ to proceed. Next, the ‘Add
New Outlet’ data entry screen window is displayed with the pop-up message ‘Do you want to replicate the
Parent Administrative Entity?’
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WinPLUS - Outlet Structure Changes Arkansas FY-2004
L Add new Qutlet J
Clutlets
01 LIB ICx: 14 FSC5 |D3|.-‘-‘-.FEEIDEI? e

02 Mame:  [wHITE RIVER REGIONAL LIERARY
03 Address: [368 EAST MAIN STREET

04 Gt |BATESYILLE 07 County:  [|NDERPENDENCE
05 Z1F: |?25|:|1 & ZIF+4: |5e05 02 Phone: |B?D-?93-8814

03 Outlet Type Code: |.2 vI 11 Square Footage: I 2

10 Metropolitian Status code: |2 12 Mumnber of Bookmobiles: I 2

Cancel Add Save How | Cancel Changes E =it |

Select ‘Yes' to fill in the outlet's name, address, zip code, county, and telephone number with the
data in the administrative entity record. (Note: The cursor is positioned at the LIB ID# data element. If
the user does not enter a LIB ID#, WinPLUS automatically generates one based on the FSCS ID# of the
parent administrative entity, with the addition of a 3-digit suffix that uniquely identifies the outlet. WinPLUS
automatically generates the FSCS ID#.)

Use ‘Tab’ or ‘Enter’ to move to other data elements. Enter data for elements 09 through 12 now,
or later from WinPLUS Main Menu option ‘View/Update Administrative Entity or Outlet Records’. Select
‘Save Now’ or ‘Exit’ to save the changes, or ‘Cancel Add’ to cancel the procedure.
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5.7.3 Move Outlet to its Own (Newly Created) Administrative Entity

To move an outlet to its own (newly created) administrative entity, select ‘Move Outlet to its Own
(Newly Created) Administrative Entity’ from the ‘Outlet Structure Change’ menu and ‘Continue’. (Note:
The new administrative entity is assigned a new FSCS ID#. The number assigned is the next highest
FSCS ID# from the one previously assigned. The old outlet is automatically tracked in the historical
database under its old FSCS ID# and the new administrative entity’s FSCS ID#.)

% WinPLUS - Structure Change Arkansas FY-2004 10 =]
Select Dutlet]s)
LIEID LIBMAME CITY FSCSKEY « |
AROOT-004 ADOLPHIME F. TERRY BRAMCH LIERARY  [LITTLE ROCE ARDODT —
AROOOT-010 AEROSPACE LIBRARY LITTLE ROCE. ARO001
AROO42-001 ALMA PUELIC LIBRARY ALMA, ARO042
AROO0Z-007 ALTHEIMER PUELIC LIBRARY ALTHEIMER ARO00Z
AROOT-005 Ay SAMDERS BRAMCH LIBRARY SHERWOOD AROO07
ARO14-008 AREAMSAS CITY BRAMCH LIBRARY ARFKAMSAS CITY AR00T4
ARO33-002 AREANSAS COUMTY LIBRARY STUTTGART ARO042

AROT2-004 ARKAMSAS RIVER WALLEY REGIONAL LIBR: DARDAMELLE ARODT 2
AROZ2-003 ARLEME CHERRY MEMORIAL LIBRARY CABOT ARDO4
AROO4-011 ASHDOWH COMMUMNITY LIERARY ASHDOWHMN AROOO4
ARO26-003 ASHLEY COUWTY LIBRARY HaMBURG AROODZE
AROZ21-003 ATEINS PUELIC LIBRARY ATEING ARDOT
AR013-002 BalD KWOB PUBLIC LIBRARY BalLD kKHOB AROOTS
AROT3-005 BaLDwIM MEMORIAL LIBRARY JUDSOMNIA AROOTS
ARO20-002 BARTOM LIBRARY EL DORADO AROOZ20
ARO0Z23-004 BAXTER COUNTY LIBRARY FMOUMTAIM HOME ARDO33
AROTO-010 BEARDEM PUELIC LIBRARY BEARDEM AROOG3
ARO19-003 BEEBE PUELIC LIBRARY BEEBE AROOTS
ARO044-002 BELLAWISTA PUBLIC LIBRARY BELLAWISTA AROO044
AR033-002 BEMTOMYILLE PUBLIC LIBRARY BENTOMWILLE AROO33
ARO045-007 BERAYWILLE PUBLIC LIBRARY BERRYWILLE AROD4S

b o ta Mew Enbity Cancel

A window listing all outlets is displayed. Select the outlet that will be changed to an administrative
entity by clicking on the gray box to the left of the names. The entire row must be highlighted. Select
‘Move to New Entity’ to continue with the structure change. The following message will be displayed:
‘Move This Outlet to a New Administrative Entity?’ Select ‘Yes’ to continue.
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If you select ‘Yes’, the ‘Move Outlet to a Newly Created Administrative Entity’ data entry screen is

displayed. Please enter data for the newly created administrative entity. Select ‘Save Now’ or 'Exit' to
save the new administrative entity record, or select ‘Cancel Outlet Move’ to cancel the structure change.

WinPLUS - Dutlet Structure Changes Arkansas FY-2004

L kMowe Qutlet to Mewly Created Administrative Entity

14 FSC5: |AROOFD

|dentification

02 Mame: |ARKANSAS RIVER YALLEY REGIOMAL LIBRA

01 LIBID:
Mailing Address

U3 Address: [501 NORTH FRONT STREET U7 Addiess: |2

04 City: |DARDANELLE 08 Ciy: |2

05 ZIF: |?2334 0& ZIF+4: 3507 03 ZIF: I.g

11 Counby: |YELL

10 2P+ [

12 Phone: |5|:|1 2294418 13 wWeb dddress: httpe/? |.2

14 Interlib. |.2 vI I? vI
= 17 FSCSFL: I
15 Leaal . I':2 jv 18 Geo: I':2 jv

Baziz
16 Admin. |.2 "I 13 Boundary I? "I
Change:
Cancel Outlst | Save Mow | Cancel Ehange&l Exit |
Move
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5.7.4 Merge Two or More Outlets
To merge two or more outlets, select ‘Merge Two or More Outlets’ from the ‘Outlet Structure
Change’ menu and select ‘Continue’. (Note: WinPLUS automatically assigns the new outlet a new FSCS

ID#. The old outlets that merged are tracked in the historical database under their old and new FSCS
ID#s.)

Next, you will be prompted to ‘Select two or more Outlets to be Merged.’ from a list of all outlets.

WinPLUS - Outlet Structure Changes

kerge Cutlets
Select an Outlet|=]
LIBID LIBMHARME CITY FSCSKEEY = |
p |AROOT-004 ADOLPHIME F. TERRY BERAMCH LIBRARY  [LITTLE ROCK ARDOOT ]
AROOOT-010 AEROSPALCE LIBRARY LITTLE ROCE, ARDOOT
ARDOT-005 Akly SAMDERS BERAMCH LIBRARY SHERWOOD ARDOOT
AROOT-009 CEMTRAL ARKAMSAS LIBRARY SYSTEM LITTLE ROCE, ARDOOT
AROOT-002 JOHM GOULD FLETCHER ERAMCH LIBRARYLITTLE ROCK. ARDOOT
ARDOOT-011 MAUMELLE PUEBLIC LIBRARY MaLMELLE ARDOOT
ARODT-007 hILAt %[ PVILLE AROOOT
AROOT-006 MI=0M OMWILLE ARDOOT
ARDOT-003 DEE Bl Seleck bwo or more Cutlets bo be Merged, | ROCK ARDOO
AROOOT-012 SUE CI t ROCE. ARDOOT
AR0043-0071 ALk | (8]4 I Cancel | ARO0D42
AROO48-002 CEDAF WWILLE ARDO4S
ARDOZ-015 ELKIMS PUBLIC LIBRARY ELKIMS ARODOQZ
AROOZ-003 FAYETTEWVILLE PUBLIC LIBRARY FAYETTEVILLE AROODZ
ARDOZ-009 GREEMLAMD PUBLIC LIBRARY GREEMLAMD AROOQZ
ARDOZ-010 LIMCOLM PUBLIC LIBRARY LIMCOLM AROODZ
AROO48-003 MOUMTAIMELURG PUBLIC LIBRARY MOUMTAIMNELRG AROO4E
ARDO48-004 MULEERRY PUBLIC LIBRARY MULEERRY AROO4S
AROOZ-011 PRAIRIE GROWE PUBLIC LIBRARY FRAIRIE GROYE AROOOZ
Continue Cancel

Select the outlet records to be merged by clicking on the gray box to the left of the names. The
entire row must be highlighted. Select ‘Continue’ to proceed with the merge, or ‘Cancel’ to cancel the
structure change.
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WinPLUS - Dutlet Skructure

hMerge Qutlets

Select an Outlet(s]

LIBID LIBHAME CIT" FSCSKEY = |
ARO07-006 MI<0M LIBRARY JACESONYILLE AROO01
p [2R007-007 MILAM LIBRARY PERRYWILLE AR0001

x

Do wou wank bo carry over one of the Qutlets?

Yes I Mo |

If you continue, a message will ask ‘Do you want to carry over one of the outlets?’ If you choose
‘Yes’, you will be prompted to ‘Select Outlet to carry over’. (Note: Information from this outlet will be
inserted in the newly merged outlet.)

After you select the outlet to carry over, a list of all administrative entities is displayed with the
message ‘Select a parent Administrative Entity for this Outlet.” Select the administrative entity for the new
outlet by clicking on the gray box to the left of the names. The entire row must be highlighted.

The ‘Merge Outlet’ data entry screen will be displayed for the newly merged outlet. Please enter
the data for the newly merged outlet as explained under section 5.7.2—Add New Outlet, and then select
‘Save Now’ or 'Exit' to save the new outlet record, or select ‘Cancel Merge’ to cancel the structure change
and return to the ‘Outlet Structure Change’ menu.
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5.7.5 Delete Closed Outlet (Library did not merge or change)

To delete a closed outlet, select ‘Delete Closed Outlet’ from the ‘Outlet Structure Change’ menu
and select ‘Continue’. (Note: The closed outlet record is deleted, tracked in the historical database under
its original FSCS ID#, and can later be restored. See section 5.7.8—Restore Previous Deletion.)

Next a list of all outlets is displayed.

Arkansas FY-2004

%2 WinPLUS - Structure Change 1Ol =|
Select Outletfz]
LIEID LIEMAME CITY FSCSKEY = |
AR0O07-004 ADOLPHIME F. TERRY BRAMCH LIBRARY  [LITTLE ROCE AROOOT  —]
AROOOT-010 AEROSPACE LIBRARY LITTLE ROCK. AROOO1
ARO043-0071 AlLA PUEBLIC LIBRARY ALk, ARO042
AR0003-007 AL THEIMER PUEBLIC LIBRARY AL THEIMER AR0003
AR0O07-005 AbT SAMDERS BRAMCH LIBRARY SHERWOOD ARO007
AR 4-005 CITY BRANCH LIBRARY ARKANSAS CITY ARODTY
ARO33-002 AREANSAS COUMNTY LIBRARY STUTTGART ARO042
AR0T2-004 AREANSAS RIWER WALLEY REGIOMAL LIBR4 DARDAMELLE ARO0Z
ARO0Z2-003 ARLEME CHERRY MEMORIAL LIBRARY CapoT ARO047
ARO04-011 ASHDOWM COMMUMITY LIBRARY ASHDOWHM ARO004
AROZE-003 ASHLEY COUMTY LIBRARY HAMBLRG AROOZG
AR027-003 ATKEIMS PUBLIC LIERARY ATEINS ARO021
AR0153-002 BaALD KMOB PUBLIC LIBRARY BaLD KMNOB AR0019
ARO0T3-005 BalLDwiM MEMORIAL LIBRARY JUDSOMIA, ARO01S
AR0Z0-002 BARTOM LIBRARY EL DORADOD ARO0Z0
AR0023-004 BaxTER COUNTY LIER&RY MOUNTAIN HOME ARO033
AROT0-010 BEARDEM FUELIC LIBRARY BEARDEM AR00E3
AROT3-003 BEEBE PUELIC LIBRARY BEEBE ARO019
AR0044-002 BELLAWISTA PUBLIC LIBRARY BELLAMWISTA AR0044
ARO38-002 BEMTOMYILLE PUELIC LIBRARY BEMTOMYILLE ARO032
AR0043-007 BERBEILLE PUIBLIC LIBRARY BERAYILLE AR0043  *

Delete Outlet Cancel

Select the outlet that will be deleted by clicking on the gray box to the left of the name. The entire
row must be highlighted. Select ‘Delete Outlet’ to proceed or ‘Cancel’ to cancel the structure change.

WinPLUS Version 2.6
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WinPLUS - ODutlet Structure Changes

L Cloge Outlet

Outlets

01 LIBID: [aR014-005 14 FSCS ID:|AHDD14 00E
e Mame:  JARKANSAS CITY BRANCH | ordres

3
U3 Address: |DESOTO AYENUE / PO BO:

04 City: IAHK.-‘B.NS.E‘-.S oY Do wou wank to delete this Outlet? IDESHA

05 2IP:  [7iez0 06 2P+ [og ves | wo | |3

09 Outlet Type Code: BR 11 Sguare Footage: I 500

10 Metropalitian Status code: IND vI 12 Murnber of Bookmobiles: I i

If you select ‘Delete Outlet’, a window showing the outlet record is displayed with the message ‘Do
you want to delete this Outlet?’ Select ‘Yes' to delete the closed outlet. Select ‘No’ to return to the ‘Outlet

Structure Change’ menu.

Note: If an outlet closes temporarily, the user should:

1. Delete the closed outlet using the ‘Delete Closed Outlet’ option from the ‘Outlet Structure Change’

menu.

2. When the outlet reopens, restore it using the ‘Restore Previous Deletion’ option from the ‘Outlet

Structure Change’ menu.
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5.7.6 Outlet Moves to Different Administrative Entity

To move an outlet to a different administrative entity, select ‘Move Outlet to Different
Administrative Entity’ from the ‘Outlet Structure Change’ menu. (Note: The outlet move is tracked in the
historical database under its old FSCS ID# and under the new administrative entity’s FSCS ID#.)

Next, a window listing all outlets is displayed.

% WinPLUS - Structure Change Arkansas FY-2004 —|Oj =|
Select Qutlet(s)
LIEID LIEMARME CITY FSCSKEY = |
ARO0T-004 ADOLPHIME F. TERRY BRAMCH LIBRARY  [LITTLE ROCE ARDODT —]
AR000T-010 AEROSPACE LIBRARY LITTLE ROCK. AR0001
AR0O043-0071 AlLMA PUBLIC LIBRARY ALkA, ARO042
AR0003-007 AL THEIMER PUELIC LIBRARY ALTHEIMER AR0002
ARO07-005 Ak SAMDERS BRAMCH LIBRARY SHERWOOD ARO007
AR0T4-008 CITY ER&AMCH LIBRARY AREA S CITY AR00T4
ARO33-002 AREANSAS COUMTY LIBRARY STUTTGART ARO042
AROT2-004 AREAMSAS RIWVER WALLEY REGIOMAL LIBR4 DARDAMELLE ARO0TZ
ARDZ2-003 ARLEME CHERRY MEMORIAL LIBRARY CAROT AROO47
ARO04-011 ASHDOWHM COMMUMITY LIBRARY ASHDOWHM ARO004
AR0ZE-003 ASHLEY COUMTY LIBR&RY HarBLRG AR0026
ARO021-003 ATEIMNS PUBLIC LIERARY ATEINS ARO021
ARO019-002 BaLD KMOB PUELIC LIBRARY BalLD KMOER AR0019
ARO13-005 BalLDWwiN MEMORIAL LIBRARY JUDSOMIA, ARO013
AR0Z0-002 BARTOM LIBRARY EL DORADO ARO0Z0
AR0023-004 BaxTER COUMNTY LIERARY MOUMNTAIN HOME ARO033
AROT0-010 BEARDEM FUELIC LIBRARY BEARDEM ARO0E3
AROTS-003 BEEBE PUELIC LIBRARY BEERE AROOTS
ARO044-002 BELLAWISTA PUBLIC LIBRARY BELLAWISTA ARO044
AR038-002 BEMTOMYILLE PUELIC LIBRARY BEMTOMNYILLE AR0033
AR0043-007 BERBEYYWILLE PUIBLIC LIBRARY BERAYYILLE ARO043  *

kaove ta Different Enhity Cancel

Select the outlet that will be moved to a new administrative entity by clicking on the gray box to
the left of the names. The entire row must be highlighted. Select ‘Move to Different Entity’ to proceed, or
‘Cancel’ to cancel the structure change.

WinPLUS Version 2.6
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Next, the user is prompted to ‘Select a parent Administrative Entity for this Outlet.” A window
listing all the administrative entities is displayed.

WinPLUS - Outlet Structure Changes

kMove Qutlet to Different Administrative Entity
Select an Administrative Entity that you will be adding this Qutlet to
LIEID LIEMNAME CITY FSCSKEY = |
p |ARO0O1-009 CEMTRAL AREAMSAS LIBRARY SSTEM LITTLE ROCE, AROOOT |
AROOZ WASHINGTOM COUMTY LIBRARY SY'STEM [FAYETTEWILLE ARDO0Z
ARDOZ MORTH aRkKAaNSAS REGIOMAL LIBRARY  [WELLVILLE ARDOO3
ARDO04-023 SOUTHWEST ARKANSAS REGIOMAL LIBRAIHOPE ARDO04
ARDO0S-011 MID ARKAMSAS REGIOMAL LIBRARY MalwERM ARDONS
ARDOB-004 GARLAND COUMTY LIBRARY HOT SPRIMGS ARDOOE
ARDO7-003 Pl WinPLUS =|E ARDOOT
ARDO3-002 F 3 ARDONS
ARDO9-00Z C  Select a parent Administrative Entity For this Sutlet, |0 ARDO0S
ARDMO-002 -1 ARDOTD
ARD1-002 ¥ H AROT1
AR 2-004 LE ARDO2
ARO 3 MORTHEAST ARKAMSAS REGIOMAL LIBRARPARAGOULD ARDOT3
ARDOT4-016 SOUTHEAST ARKANSAS REGIOMAL LIBRARMOMNTICELLD ARDOT4
AR 5-003 PHILLIPS-LEEMOMROE REGIOMAL LIBRARYHELEMA, ARDOTS
AROE WLLIAM F. LaMAM PUBLIC LIBRARY MORTH LITTLE ROCE.  [AROOTE
AR F-002 FallLkNERAaM BUUREM REGIOMAL LIBRARTCOMWw Y ARDOTT
AR 9-007 WHITE COUMTY REGIOMAL LIERARY SYSTESEARCY AROOTS
ARD20-002 BARTON LIBRARY EL DORADOD AROD2O

Continue Cancel

Select the administrative entity to which the outlet is moving by clicking on the gray box to the left
of the names. The entire row must be highlighted. Select ‘Continue’ to finalize the structure change.

86



FSCS WinPLUS MAIN MENU OPTIONS

5.7.7 Delete Incorrect Record

To delete an incorrect outlet record, select ‘Delete Incorrect Record’ from the ‘Outlet Structure
Change’ menu. (Note: The deleted outlet is tracked in the historical database under its original FSCS ID#
and can later be restored. See section 5.7.8—Restore Previous Deletion.)

Next, a list of all outlets is displayed. Select the outlet that will be deleted by clicking on the gray

box to the left of the names. The entire row must be highlighted. Select ‘Delete Outlet’ to proceed with
the structure change, or ‘Cancel’ to cancel the structure change.

WinPLUS - Outlet Structure Chang

L Delete incorrect Qutlet record J

Outlets

01 LI ID: [aR025-003 14 FSC5 |D1|AHEIEI2E oo3

02 Mame: I.-'l'«SHLEY COUNTY LIBRARY
=

03 Address: |2‘I‘I EAST LIMCOLM STREE
04 City: |HAMBLIHG Do wou want ko delete this Outlet? |.-'1‘-.SHLE‘T'

05 ZIP:  [7iges 0B ZIP+ 3 Ve | Mo | |a70-853-2078

03 Outlet Type Code: BR 11 Sqguare Footage: I 2 700

10 Metropolitian Status code: IND vl 12 Mumber of Bookmobiles: I 0

If you select ‘Delete Outlet’, a ‘Delete incorrect Outlet record’ data entry screen is displayed with
the message ‘Do you want to delete this Outlet?’ Select ‘Yes’ to confirm the deletion, or ‘No’ to cancel the
structure change and return to the ‘Outlet Structure Change’ menu.
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5.7.8 Restore Previous Deletion

To restore a previously deleted outlet, select ‘Restore Previous Deletion’ from the ‘Outlet Structure
Change’ menu. (Note: The deleted record is restored from the historical database and becomes a current
record in the outlet database. The outlet's old FSCS ID# is retained.) A list of outlets that may be
restored is displayed.

WinPLUS - Outlet Structure Changes Arkansas FY-2004

Restare Outlet record

Select an Outlet to Restore

FSCS LIBID LIEMARE CITY =

ARODT2 ARDZ ARKAMSAS RIWER WALLEY RE(DARDAMELLE —

ARODTZ AR 2-002 ARKAMSAS RIWER WALLEY RE(DARDAMELLE

AROOT9 AROT3-004 BRADFORD PUBLIC LIBRARY |BRADFORD

ARODT0 ARDT0-008 BRADLEY PUELIC LIBRARY BRADLEY

AROD4E ARODS-004 BRYAMT BRAMCH LIBRARY BRYAMT

AROO03 AROO3-014 BULL SHOALS LIBRARY BULL SHOALS

AROO0S AROOS-007 CARTHAGE BRAMCH LIBRARY |CARTHAGE

ARO001 AROOOT-013 CEMTRAL AREAMSAS LIBRARYLITTLE ROCEK

ARDO01 ARDOT-008 CEMTRAL AREAMSAS LIBRARY LITTLE ROCK

AROD24 ARDZ24-005 CHERRY WALLEY PUELIC LIBRs CHERRY WaALLEY

ARODT4 ARDE2-002 CHICOT COUMNTY LIBRARY LaKE WILLAGE

ARO0E3 ARDTO-011 CHIDESTER PUELIC LIBRARY |CHIDESTER

ARODT0 ARDTO-011 CHIDESTER PUELIC LIBR&RY |CHIDESTER

ARO036 ARO36-002 CLEVELAMD COUNTY LIERARY RISOM

ARODT0 ARDT0-003 CLOC REGIOMAL LIBRARY hAGMOLA

AROO39 ARDO3-003 COLLEGE BERAMCH LIBRARY  [MOUMTAIN HOME

ARODT0 ARDIO-013 COLUMELA COUNTY PUBLIC LIEMAGHOLLS

AROD45 AROD45-002 DECATUR PUBLIC LIBRARY DECATUR -
K [ (]

Restare Cancel

Select the outlet that will be restored by clicking on the gray box to the left of the names. The
entire row must be highlighted. Select ‘Restore’ to proceed with the structure change or ‘Cancel’ to cancel
the structure change.
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If you select ‘Restore’, a window showing the outlet is displayed. The user will be asked ‘Do you

want to restore this Outlet?’

WinPLUS - Outlet Structure Changes

L

Outlets

01 LIBID:  |sR003-014

Festare Outlet recaord

14 FSCS ID:|aR0003 014

02 Mame:  [BIILL SHOALS LIBRARY
U3 Address: [P 0. B0 405
04 City: |BULL SHOALS

05 2IF: 72619 06 ZIP+4: o res |

WinPLUS

Do wou wank ko restore

]

this Outlet?

{MARION
|501-445-4625

[ [u] |

03 Outlet Type Code: ER

10 Metropolitian Statuz code: IND vl

-

11 Square Footage:

I -2
12 Murnber of Bookmobiles: I 0

Select ‘Yes'’ to continue with the restore. Select ‘No’ to cancel the restore and return to the ‘Outlet
Structure Change’ menu. When the user selects ‘Yes’, the outlet record is restored from the historical
database and again becomes a part of the outlet database under its original FSCS ID#. The ‘Outlet

Structure Change’ Menu is then displayed.

WinPLUS Version 2.6
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5.8 Edit Checks (Current-Year and Historical)

Following data entry, the user should select WinPLUS Main Menu option ‘Edit Checks (Current-
Year and Historical)' to generate a complete edit report. The edit report (displayed on the next page)
includes:

» Current-year edit checks based on the criteria in Appendix G—Current-Year Edit Checks and

» Historical edit checks (i.e., comparisons of current-year to prior-year data) based on the criteriain
Appendix H—Historical Edit Checks.

Your data submission should include an annotated final edit report. The annotations should
explain data that fail edits but are in fact correct, to eliminate unnecessary edit follow-up by Census. You
may annotate the edit report in the WinPLUS software; print the edit report for annotation by hand; or open
the edit report in Word or another word processing package for annotation. Note: Please read
section 5.9—View/Annotate Edit Report before annotating the edit report using WinPLUS!

Wil abe: Al sy etivd Entily of Dutel Rsconds

| % WERPLUS 26 - Msin Mera ikl il x)

Main Menu

Sebect Fie |

Iroget |

M wich |

Flspart o Minsichad Plecords |

|

|

Acdrurathslres £ rlilp Shuckas Changer

rarmang |
!E B the st wall casenirbe thes raparts Frodn 50 peewious e,
[ o | o |

Espiil fiow 5 poaadakussl |

Que |

Select ‘Edit Checks (Current-Year and Historical)’ when you are ready to create your edit report.
If you have previously performed this operation, you will receive the message ‘Running the edits
will overwrite the reports from any previous edits’. Choose ‘Cancel’ to return to the WinPLUS Main
Menu, or choose ‘OK’ to continue.
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The edit report (shown below) is saved as a text file called EditsByEditNum_XX.rpt,
EditsByLibID_XX.rpt, or EditsByName_XX.rpt based on the ‘Sort by’ format you select (i.e., Edit Number,
Library ID, or Library Name). After running the edit checks, you can ‘Print’ or ‘Save’ the report.
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5.8.1 Current-Year Edit Checks

5.8.2

Historical Edit Checks

The current-year edit checks (see Appendix G—Current-Year Edit Checks) are performed for
administrative entities and outlets, and include the following types of edits:

‘Out-of-range’ edits (e.g., ‘Average Public Service Hours per Outlet per week greater than 75).
An edit message is generated if the values for a data element fall outside the range.

‘Relational edits’ (e.g., ‘ALA-MLS is greater than Total Librarians’). An edit message is generated
if the values for two or more data elements are not within a predetermined limit.

‘Arithmetic edits’ (e.g., ‘Total Operating Revenue is reported and does not equal to the sum of the
detail.” An edit message is generated if the detail does not equal the reported total.

The historical edit checks are generated automatically following the generation of the current-year
edit checks, under WinPLUS Main Menu option ‘Edit Checks (Current-Year and Historical)’. They are
performed for administrative entities, but not for outlets. The historical edit check compares the current-
year to prior-year data reported by each library based on the criteria in Appendix H—Historical Edit
Checks.
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5.9 View/Annotate Edit Report

Your data submission should include an annotated final edit report. The annotations should
explain data that fail edits but are in fact correct, to eliminate unnecessary edit follow-up by Census. Note:
The annotations can be made (1) in WinPLUS via Main Menu option ‘View/Annotate Edit Report’, (2) in
Word or another word processing package, or (3) by hand.

« To annotate the final edit report using WinPLUS, select the option ‘View/Annotate Edit

Report’ from the WinPLUS Main Menu. This option applies only to users who plan to
annotate the edit report in WinPLUS. (See important note below about this option!)

NOTE: IMPORTANT!

» Before annotating the edit report using the ‘View/Annotate Edit Report’ option, you must
select option ‘Edit Checks (Current-Year and Historical)’ from the WinPLUS Main Menu
to generate the final edit report.

e Your annotations will be saved and displayed only in the version you annotate—i.e.,
either the ‘Edit Number version (EditsByEditNum_XX.rpt), ‘Library ID’ version
(EditsByLibID_XX.rpt), or ‘Library Name’ version (EditsByName_XX.rpt). ANNOTATE
ONLY ONE VERSION.

« DO NOT re-run the edit checks after you begin annotating! If you do, the edit report
file will be overwritten, and all annotations will be lost!

« To annotate the edit report in Word or another word processing package, or by hand,
you should proceed with annotations by these methods after generating the final edit report
from WinPLUS Main Menu option ‘Edit Checks (Current-Year and Historical)’. The edit
report is saved as a text file called EditsByEditNum_XX.rpt, EditsByLiblD_XX.rpt, or
EditsByName_XX.rpt, based on the ‘Sort by’ format you select (i.e., Edit Number, Library ID,
or Library Name) that can be opened in Word, for example, for annotations.
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5.10 Create Tables and State Summary Data

Select the option ‘Create Tables and State Summary Data’ from the WinPLUS Main Menu to
create tables and state summary data.

5.10.1 Single Library Tables

Select the ‘Create Tables and State Summary Data’ option from the WinPLUS Main Menu to
create Single Library Tables. Choose ‘Reports’ and then ‘Single Library Tables’ to display the list of tables
(see below). The tables include data for selected items for all the individual public libraries in the state.
For example, table 5 includes the amount and percent of revenue by source.

1. Population Served by State

2. Number and Type of Outlets

3. Number and Type of Staff

4. Population of LSA and Number of FTE Staff

5. Amount and Percent of Revenue, by Source

6. Revenue and Per Capita Revenue, by Source

7. Expenditures and Percent of Expenditures, by Type
8. Staff Expenditures

9. Capital Expenditures

10. Public Service Hours

11. Annual Library Visits and Reference Transactions

12. Circulation and Loan Transactions

13. Circulation of Children's Materials and Program Attendance
14. Electronic Materials and Expenditures

15. Print Materials and Expenditures

16. Other Materials and Expenditures
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Table 1 is shown below:

T
TEL
—CF
T
T
8
T
T
3
| mam
ST

Use the scroll bar to the right of the table to scroll through the table. Select ‘Print’ at the bottom of
the screen to print the table.
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5.10.2 State Summary: 2-Year Percent Change and Net Change

A table of 2-year state summary data is included to assist the respondent in evaluating the
quality of data prior to submission. To view the table, select ‘Create Tables and State Summary Data’
from the WinPLUS Main Menu, choose ‘Reports’ and then ‘State Summary: 2-Year Percent Change and
Net Change'.

The table is shown below:

Use the arrows at the bottom of the screen to scroll through the table. Select ‘Print’ at the
bottom of the screen to print the table.
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5.10.3 State Summary: 2-Year Response Rate Comparison

A table of 2-year response rates and their differences is included to assist the respondent in
evaluating the quality of data prior to submission. To view the table, select ‘Create Tables and State
Summary Data’ from the WinPLUS Main Menu, choose ‘Reports’ and then ‘State Summary: 2-Year
Response Rate Comparison’.

The table is shown below:

| | | |
HiNjNY
EIHER

.,
x| | s
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5.11 Export for Spreadsheet

Select ‘Export for Spreadsheet’ from the WinPLUS Main Menu to create five comma-delimited
files for use at the state level (i.e., not for submission to NCES). This WinPLUS option is provided in
response to user request. The files will automatically be placed in the same directory where the WinPLUS
software is installed. The five files (shown below) are current- and prior-year administrative entity files,
current- and prior-year outlet files, and the state characteristics file.

WinPLUS Export x|

Five comma-delimited files have been exported, Thew are:

AdminAR_FYZ004 Y, csy - Current Year Administrative Entities
AdminAR_FYZ004_PY.csv - Prior ¥ear Administrative Entities
QutletAR_FY2004_CY.csv - Library Cutlets
CutletaR_FY2004_PY.csy - Library Quklets

StChardR_FY2004, csy - Skate Characteristics

and are located in:

g:ilibrary i PLSYWIRPLUS WINPLUS _SoftwareDeveloprmentiinPLUSZE.,

You can open the comma-delimited files in Excel. Note: You will need to reformat the columns
for Phone, ZIP code, ZIP+4 code, Reporting Period Starting Date, and Reporting Period Ending Date, if
you have any leading zeros. To do this, select the column, then 'Format', and then 'Cells'. Under
‘Number', select the ‘Category’ called ‘Custom’ and in the ‘Type:’ field type in the requisite number of
zeroes for the field size. This will place the missing zeroes in the column.

5.12 Quit
To exit WinPLUS, select the ‘Quit’ button on the WinPLUS Main Menu.

Note: The ‘Quit’ button is also used to run the Non-response (—2) Report prior to
submitting your final data (see next section).
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6 PREPARE FILE FOR SUBMISSION

When your data are edited and final, run the ‘Non-response (—2) Report’ by selecting the 'Quit'
option on the WinPLUS Main Menu. This report lists the records (if any) that contain —2s in the
administrative entity file and outlet file, along with the message (displayed below): ‘ATTENTION: [#]
items have no response. Your data file is NOT ready to be submitted.” Use WinPLUS Main Menu option
‘View/Update Administrative Entity or Outlet Records’ to replace the —2s with valid data, and then proceed
again with the 'Quit' option to verify that no —2s are on your files before submitting the data.

WinPLLIS E
‘.E ATTEHTICN: B s heve no response, Vour dada file s MOT reackoio be submilad,
L
"yl - Cramle & repor ol &l records and s o need ol & responge.
‘Ma' - Ewit WinPLLIE
'Cancel  -Felurn 1o WinFLUS Main kienu.

MOTE: Hyou crasie this repart belone you heva finished mponting or keying your dabs,
ar il thens ane housands ol sems 1o resoke, e repom mey iske sevenal minubas 10 Gensraks.

#re yau neady io craale this repart?

-__-iE_IE-___] Ho Cencel

Note:
* No data file containing —2s will be accepted for submission to NCES.

e This option should be run even if you are zipping/FTPing your files to send to Census.
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The user may view the ‘Non-response (—2) Report’ by ‘Summary’ or by ‘Detail’ by clicking on the
desired option. The following screen shows the 'Detail' view of records that contain —2 values. Items with
—2s are listed in the column labeled ‘Non-response’.

% WinPLUS - Non-response Report Arkansas FY-2004 - |I:I|i|
File

Print I E =it | L g, Summary " Detail

4 records contain '-E&' or '

12 fields contain '-2' or '7'.

F&C2 Lik ID Library Name Non-response
Item

ARODOZ AROOZ -z LIENAME
ADDRESS
CITY
EID
EIrd
ADDERES M
CITY M
EIP M
ZIPd M
CHTY
PHONE
WEE_ADDE
C_RELATH
C_LEGEAS
C_ATMIN
CEOCODE
STARTDAT
EMDDATE ;I

If your data file does not contain —2 values, the following screen will be displayed, providing
instructions for submitting your data files.

WinPLUS x|
@ Your File has no missing walues and is ready For submission,

You need to return your daka file and annotated edit report to NCES/Census,
The daka file is named -
g:ilibrary PLSWInPLUS WInPLUS _SoftwarebevelopmentwinPLUSZE \Fscs_AR_FY2004. mdb
and the annokated repart is -
g:ilibrary PLSYWIRPLUSY WIRPLUIS_SafbwareDeveloprment ) WinPLUSZ6)\EditsBvEdithum_aR_FY2004.rpk ar
g:ibrary\PLSVWIRPLUS WInPLUS _SoftwareDevelopment WinPLUS26)\EditsByLibID_AR_FY2004 . rpk or
g:library | PLSVWInPLUS WinPLUS _SoftwareDevelopment WinPLUS26)\EditsByMame AR _FY¥2004 . rpk,
depending on which report wou annotated, IF vou used
more than one, submit all that vou annotated.

Please refer to the 'Prepare Files for Submission' section
in Chapter & of the WinPLUS ser's Guide For information

on vour submission options.
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FSCS PREPARE FILE FOR SUBMISSION

The following materials must be received for your data submission to be complete:

1. Yourfinal, edited data file (fscs_ XX _FYZZZZ.mdb). Your state abbreviation will replace ‘XX’ and the
reporting period ending year will replace ‘ZZZZ'’ in the file name. The file can be sent by Web browser,
FTP, e-mail, or regular mail. Please verify that the file is included in the transmission.

2. A copy of your annotated final edit report (sent through the same options listed above). Annotations
should be made to the final edit report regarding data that fail edits but are in fact correct, to eliminate
unnecessary edit follow-up by Census. You may annotate the edit report in the WinPLUS software,
print the edit report for annotation by hand, or open the edit report in Word or another word processing
program for annotation. Please read section 5.9—View/Annotate Edit Report before annotating
the final edit report using WinPLUS! If you submit an unannotated edit report, you must include
explanations about the data in a cover letter, including statements that you have reviewed the edit
report and the data are final.

3. The signed State Librarian Certification form. This form is included as Attachment E to the letter you
received with the user’s guide. When you submit the form, NCES requests that you enter (in the box
provided near the bottom) the number of hours it took to prepare your data for entry into WinPLUS
and to review and annotate the edit report. NCES is required to provide the Office of Management
and Budget (OMB) with statistics regarding your total paperwork burden.

Within one day, Census will review the materials and let you know if anything further is required
before edit follow-up.

If you have any questions about the data submission options described below, please contact
Cynthia Ramsey or Laura Hardesty at (800) 451-6235 or via e-mail at govs.pls@census.gov.

Mailing Instructions

States are encouraged to submit their data over the Internet by Web browser, File Transfer
Protocol (FTP), or e-mail. Alternatively, the data can be submitted by regular mail. If you have any
guestions about these options (discussed below), please contact Cynthia Ramsey or Laura Hardesty at 1-
800-451-6235 or via e-mail at govs.pls@census.gov.

Internet Submission. The following mailing options are available:

7

« Data submission by Web browser or File Transfer Protocol (FTP).

If you are using a Web browser, go to www.census.gov/govs/www/pls.html and select ‘Submit Data
via FTP'. Complete the form and then click on the ‘Send File’ button to submit your data file
(fscs_XX_FYZzzZ.mdb) and annotated edit report file (EditsByEditNum_XX.rpt, EditsByLibID_XX.rpt,
or EditsByName_XX.rpt, as appropriate). Note: Only one file at a time can be sent by FTP, so please
follow the direction to send your data file and edit report separately.

If you are using a FTP program, ftp.census.gov is the Census FTP server. Log on with the user
name ‘anonymous’ and your e-mail address for the password. Change to the ‘pub/incoming/govs/pls’
directory. Transfer the data file (fscs XX _FYZZZZ.mdb) and the edit report file
(EditsByEditNum_ XX.rpt, EditsByLibID_XX.rpt, or EditsByName_XX.rpt, as appropriate).

If your transmission is successful, you should see a ‘Send File Results’ screen that displays the file
name and size under both the ‘Transfer Information’ (what you sent) and ‘Results of Transfer Request’
(what we received) section. If any other screen is returned, your transmission did not go through and
you should try again. If you continue to have problems, please contact the PLS staff at 1-800-451-
6235 or via e-mail at govs.pls@census.gov.

Please fax your State Librarian Certification form to the PLS Census Staff at (866) 394-0138.
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Data submission by e-mail. You may submit your data file (fscs_XX_FYZZzZ7.mdb) and edit report
file (EditsByEditNum_XX.rpt, EditsByLibID_XX.rpt, or EditsByName_XX.rpt, as appropriate) over the
Internet by attaching the files to an e-mail message. You may want to use file compression software
(e.g., PKZIP, WINZIP) to compress the files and package them all within one file. This will save space
and may simplify the transfer. Attach the file(s) to an e-mail message addressed to
govs.pls@census.gov. Please fax your State Librarian Certification form to the PLS Census Staff at
(866) 394-0138.

Data Submission by Regular Mail. The following mailing options are available:

R/
0.0

Federal Express and United Parcel Service (UPS) (overnight delivery). If you choose one of
these options, please be sure to send your complete submission to the following address:

Cynthia Ramsey or Laura Hardesty
U.S. Department of Commerce

U.S. Census Bureau

8905 Presidential Parkway
Washington Plaza, Bldg 2, Room 508
Upper Marlboro, MD 20772

Phone: (301) 763-1568

U.S. Postal Service (including Express Mail). The U.S. Postal Service is not recommended for
submitting your files due to added security measures that often result in damaged materials and
interfere with prompt delivery. However, if you choose this option, please be sure to send your
complete submission to the following address:

Cynthia Ramsey or Laura Hardesty
U.S. Department of Commerce
U.S. Census Bureau

Washington, DC 20233-6800

If you mail your submission, please send an e-mail message to govs.pls@census.gov and let Census
know you sent the file.
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